Approved For Relea%P?O-OOﬂ 1R000100430006-6

SUBJECT: Records Control Schedule No. 24-55

1. Attached is the Records Conttol Sehedule covering the records of your
componant. This schedule wes yreperef by the Records Msragement Staff, /s
snd ayproved by the Assistant Director, Cemtral Reference.

2. This scheduls should be used to effect s te Aisposition of the
vecords {n your component, The {tem rambers 18entify mjor series or cutegories
of records whieh should cover all or most of your records. The destruction or
retirensnt of the records should be in sccordance with the "Msposition Tnstruetions”
in the Records Control Sobedule eawcept that destruction setion proposef on certain
- 1tew mabers listed in the front of your schedule must be tewporarily delayed
panding legal suthorizatlon.

3. Although the sehedule is wandatory 1t is not inflexible. Changes ean be
pade st your reguest., BSuth changes however, should be requested in writing through
the OCR Records Management Officer so that 1l legnl aspects =y be taksn care of,

&, Iaaﬁl&%giﬁpﬁ#%ﬁﬁﬂﬂﬂt&nﬁtefﬁuvﬁm of
 ia under suthority of the schedule, a report of any
Sestruction will be uade to the OCR Records Management Officer. This veport will
be in writing and will cover the Collowing:

a. Amount of mmterial in lineer feet, or inches.

B. A genersl deseription ¢f the waterial s¢ given ou your
Heoards Control Sechedule f.e., Bubject Files, Bource
. :em}., Reference Publioatioms, Intelligence Reports,

. c. The of materinl {cards, corresponience, dceuments,
ote.) and

d. ‘Toe itew nusber on the schedule under which the records
wore Sestroyed.

A W be made only vhen the smount of msterisl destroyed is approxivately
one r foot or more, Only that material which is sgtuslly pert of & fle
sbould be : . Indtvidual docurents which are Sestroyed on a daily basis and
wvhich never - part of the ?ile series should not be included.

5. A negstive report, if applicsble, is required from your compopents
{vranch level and sbove) at the end of esch quarter.

6. The Office of Security has grented sn exception to the requirement of
logglng the destrustion of individua® secret and aonfifential doeuments providing
& record of the material destroyed It Waintained by eategory of mmterial, f1le
names, subject or other means of {entifying, by general Beséription, the nature
and xind msteriel destroyed. Reporting the destruction of material es required
in paragragh & sbove serves to fill this reguiresent.
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